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PURPOSE: To establish procedures and guidelines for employees separating from the Department for 
any reason, including long term absence such as military deployment, long term leave, etc. 


GUIDELINES: Professional separation from department employment, whether permanent or long term, 
entails certain procedures in order to ensure recovery of, and accountability for, agency-owned property and 
equipment issued to employees. In the case of retirement or resignation, completion of these procedures is a 
prerequisite for processing the involved employee’s final settlement. 


PROCEDURES: 
I. General 


A departing employee, regardless of the reason for separation, will download the required employee 
separation package from the Department intranet and complete the equipment check-out form (PPD 
Form No. CG 110 (01/14)). The list itemizes issued agency equipment which the employee must 
return to the indicated person or unit, and provides for the signatures of authorized persons receiving 
the returned equipment. The separation process must be properly concluded, as outlined below, and 
the completed check out list submitted to Human Resources before the Administrative Services 
Division Commander will approve final settlement for the employee (annual leave pay-out, 
allowances, etc.). 


A. Unit of Current Assignment 


1. Return unit-issued equipment, such as keys, bike, etc; 

2. Acquire supervisor’s signature for receipt of all equipment returned to the unit; 

3. Ensure that assigned cases and associated documentation or files are up to date and turned in 
to the current supervisor, or verified as transferred to another investigator; 

4. Acquire supervisor’s signature attesting to accountability for investigative files, etc. 


B. Property Management Unit (PMU) Unit 
1. Return all equipment and uniform items issued, with uniforms laundered; 
2. Review all evidence submitted by employee to PMU, via a tracer list and update evidence 
dispositions; 
3. Return any city issued cell phone, camera and audio recorder; 
4. Acquire PMU supervisor’s signature for receipt of equipment and evidence review. 


C. Vehicles Services Coordinator 


1. Turn in portable radio, chip keys, and assigned vehicle, which must be clean and contain no 
forms, paperwork, or equipment not installed by Vehicle Services; 
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2. Acquire Vehicle Services Coordinator’s signature for receipt of vehicle and portable radio. 
D. Training Unit - Range Master 


1. Return issued weapon(s) and ammunition; 
2. Acquire Range Master’s signature verifying receipt of equipment and match of weapons serial 
numbers. 


E. Police Records Management Unit (PRU) 


1. Return issued traffic summons, parking ticket books, and traffic accident report books; 
2. Acquire signature of unit supervisor verifying receipt of books. 


II. Resignation: In addition to the procedures outlined in section I, the following guidelines apply when 
an employee resigns from the department. 


A. The departing employee submits a letter of intent to resign through his or her chain of command, 
and forward a copy to Police Human Resources. In accordance with City Administrative Policy, 
the employee should deliver the letter at least two weeks prior to the effective date in order to 
provide adequate time for completion of the separation process. The employee will address the 
letter to the Chief of Police and it must have the employee’s original signature. 


B. The employee should make an appointment with Police Human Resources for the following 
purposes: 


1. Completion of Separation Survey; 
2. Explanation of leave, pay, and any applicable benefits. 


III. Retirement: In addition to the procedures outlined in section I, an employee retiring from the 
department must comply with the below listed requirements. Some of the procedures apply 
solely to sworn personnel, and are indicated as applicable to these employees only. 


A. Any employee intending to retire must give written notice of such intent at least forty-five days 
in advance, and provide in the letter both the effective date of retirement and the actual departure 
date, e.g., the employee’s last day on duty. The letter is submitted through the employee’s chain 
of command, with a copy forwarded to Police Human Resources. This advance notice is necessary 
to provide for the monthly meeting of the Retirement Board, and the requirements of the city’s 
Finance Department. The employee will address the letter to the Chief of Police and it must bear 
the employee’s original signature. 


B. When sworn personnel return their identification cards to the Technical Services Unit, they are 
eligible for a retired officer identification card. In order to receive the concealed weapon 
exemption, retiring sworn employees must meet the requirements of Virginia Code § 18.2-308, 
that is, 15 years of verifiable police service (see the state code for specifics on the creditable 
15 year retirement for this provision), complete the retired identification request form, and receive 
a favorable review by the Chief of Police. The Department will not issue a retired identification 
card to those persons with pending criminal charges until the case(s) is adjudicated, and retains to 
right to confiscate the retired identification card from retired employees who are convicted of a 
crime that revokes their rights to carry a firearm. 
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C. All retiring employees must submit their time sheets until their effective retirement date, and 
ensure their personnel data forms are accurate or properly updated. 


D. Once an employee returns all equipment, sworn personnel are issued retirement badges (any 
additional badges desired should be purchased before retirement) in accordance with the below 
listed qualifying factors. Written approval from the Chief of Police to the PMU for the issuance of 
a retirement badge is required regardless of the service length or conditions. 


1. 
2. 
3: 


4. 


Fifteen years of active service with the Portsmouth Police Department, or 

Twenty years of auxiliary service with the Portsmouth Police Department, or 

Fifteen years of verifiable law enforcement service, five of those years in active continuous 
service with the Portsmouth Police Department, or 

Service-related disability. 


E. Retiring sworn personnel who qualify under Virginia Code § 59.1-148.3 (A) may purchase their 
service weapons at a cost of one dollar, in accordance with the following procedures: 


1. 


The retiring officer must complete an Authorization for Purchase of Service Firearm form 
(PPD Form No. CG 153) obtained from the Range Master to purchase the service weapon; 


The authorization form is submitted to the Range Master, who will forward it to the PRU for 
a final records/criminal history check; 


Upon favorable records review, PRU personnel will forward the form to the Chief of Police 
who will sign the request granting approval of the purchase; 


The approved form will be forwarded to the Range Master; 


The retiring officer will remit to the Range Master the one dollar fee, via check payable to 
“City of Portsmouth.” 


The Range Master will verify the service weapon’s serial number, complete the weapon 
transaction form and receipt of purchased duty weapon form (PPD Form No. CG 154); 


The Range Master will retain the original transaction form, and provide copies to: 


The purchasing retiree, along with the weapon; 

Property Management Unit; 

Police Fiscal Affairs, along with the weapon purchase fee paid by the retiree; 
Police Human Resources. 


an oe 


The Range Master is responsible for completing and filing any required federal forms relative 
to the weapon transfer. 


F. Departing personnel with ten or more years of service who qualify under Virginia Code § 59.1- 
148.3 (B) may purchase their service weapons at fair market value. The procedures outlined in 
IIE will be followed, with the appropriate purchase price of the weapon indicated on the forms. 
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IV. Long Term Absence: Long term absences include any leave of absence in excess of six months or 
an indefinite suspension pending conclusion of an investigation. An employee separated from the 
department under either condition is not authorized to retain certain department property or issued 
equipment, unless authorized by the Chief of Police or designee. Employees will complete the 
Department’s Extended Leave Check Out Form found on the Police Intranet. 


A. Unpaid Leave of Absence: Prior to starting the leave of absence, the departing employee is 
responsible for the documented return of all issued firearms, magazines, and taser (if issued) to the 
Range Master, his or her vehicle, keys and radio to the vehicle coordinator, city issued phone and 
badge to the PMU, and police ID card to the Technical Services Unit (TSU). 


B. Military Deployment: Officers on military deployment will turn all firearms, magazines and taser (if 
issued) over to the Range Master until they return to the department. They will also turn their police 
radio, vehicle, and keys in to the vehicle coordinator and any city issued cell phone to the PMU. 


C. Suspension Pending Court Action or Official Investigation: As outlined in the city’s Employee 
Standards of Conduct, an employee may be suspended, without time limitation, pending 
completion of court action or an officially convened investigation. In such situations, the affected 
employee’s Bureau Commander will ensure that a supervisor, preferably the employee’s 
immediate supervisor, performs or directly oversees the recovery of the officer’s issued firearms, 
magazines, and taser (if issued), his or her vehicle, keys, radio, police badge and ID card. 


D. When an employee returns to work following a long term absence he or she will complete the 
Return to Full Duty Check In form available on the Police Intranet. 


V. Termination 
A. The City Manager is the approving authority and is responsible for sworn employee 
terminations and the Chief of Police is the approving authority for civilian employee 
terminations. The terminated employee is still responsible for completing all of the 


procedures as outlined in this directive. 


B. The City Manager’s office will provide the terminated sworn employee with the following: 


1. A written statement citing the reason for termination; (26.1.7 a) 
2. The effective date of the termination; (26.1.7 b) 
3. A statement of the status of fringe benefits and retirement benefits and/or information on the 

appropriate city or state department to contact to obtain this information. (26.1.7 c) 


C. The Chief of Police will provide the terminated civilian employee with the following: 


1. A written statement citing the reason for termination; (26.1.7 a) 

2. The effective date of the termination; (26.1.7 b) 

3. A statement of the status of fringe benefits and retirement benefits and/or information on the 

appropriate city or state department to contact to obtain this information. (26.1.7 c) 
Approved: 


Edward G. , Chief of Police 
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